Request for Information

Time and Attendance System Solution Provider Information
LifeStream, Inc. is preparing to purchase and implement an automated time and attendance system and is requesting information from prospective vendors.  LifeStream’s company information follows as do specific questions relative to prospective vendors’ solutions.  If you are interested in responding to this Request for Information, please reply in writing to:  LifeStream, Inc., Attention: Debra Cornish, P.O. Box 50487, New Bedford, MA  02745 by August 22, 2007.  If you have any questions, please call Debra Cornish at 508.993.1991, ext. 23.
Company background

LifeStream, Inc. is a 400+ employee non-profit organization that provides a wide array of human services that enrich the lives and productivity of individuals with developmental disabilities.  Based in New Bedford, MA, with 40 locations, LifeStream, Inc. assists community residents with community-based residential supports (24 hours a day, 7 days a week), day program support services and employment and training services.  Time and attendance and payroll functions are centralized and currently manually processed via paper timesheets.  LifeStream uses ABRA as an HR database and ADP for payroll and intends to continue using these applications with any selected time and attendance system.
1. Collecting time and attendance data:

a. Describe the different methods your company has used to record attendance (i.e., web, clock, phone, swipe, etc.).
b. Can employees enter data from a remote location via Internet?

c. What notifications are received by whom if someone has not completed their timesheet on time?
d. In an automated environment, when and why will paper timesheets be necessary?

e. How quickly will a new employee show up in the automated system?
2. Approvals and Exceptions:

a. How are approvals handled?
b. Does the system provide for multiple levels of approval a part of the standard package?

c. How are approvals handled during manager absences?

d. Can supervisors approve timesheets from remote locations via the Internet?

e. How are exceptions or minor pay rule violations handled by the system?  Is the information available in real time and what is the process for managers to approve/disapprove?

3. Administration:

a. How will Payroll manage this automated process?

b. How are missing timesheets handled?

4. Reporting:
a. Briefly explain the reporting tools available in the system.  Are there ad-hoc reporting capabilities?

5. Support:

a. Who handles the support of your product—in house or 3rd party vendor?
b. What is your average problem response and resolution turn around time—response?  resolution?

c. What is the cost of the annual support package?

d. Provide a copy of your Service Agreement

e. Detail a typical transition from implementation to service

f. What is the preferred method for providing remote support (i.e., PC Anywhere, Control it, Internet, etc.)

g. What are the hours of day covered within the Service Agreement?

6. Links with other client systems:
a. Is your solution compatible with ADP PC Payroll?  Are there any costs associated with getting it compatible or maintaining compatibility?
b. How does your solution work with ABRA?  Is it compatible without customization and additional cost?

c. List the hardware and any 3rd party software required for integration between HR, payroll and time and attendance

d. Does your system integrate with Microsoft Outlook for distribution of various reports or other communication?

7. System:
a. How do you access your program?

b. Is it web-based?

c. If it is web-based, do you host it or does the client?

d. If you host it, what is the cost?

e. Does the system require a dedicated server?

f. What are the system requirements? 
g. What about the cost of system upgrades?

8. Quality:
a. What is history of system uptime vs. downtime?

b. What service quality guarantees do you provide?

9. Complex time and attendance and payroll rules:
a. Does your solution handle blended overtime rates?
b. Is there ability to pay a custom overtime rate (as long as it is legal)

c. How will your solution handle multiple rates of pay for the same employee during the same work period, i.e. sleep and awake rates?
d. How will your solution handle multiple work locations (and chargeback departments) for the same employee during the same work period?, i.e. employees covering other shifts at other locations—they must be charged to the correct location so LifeStream remains in compliance with DMR contracts
e. Is your solution able to automatically calculate shift differentials?
f. Is your solution able to automatically calculate multiple benefit accruals such as vacation, sick and personal time?
g. Is your solution able to automatically track and report benefit time used (vacation, sick and personal, for example)?

h. Is your solution able to calculate shifts that are split across days (i.e., part of the shift is holiday pay and part is not, or part of the shift is paid with a shift differential attached and part is not)?
10. Costs and efficiencies:
a. What is the cost estimate for a company of LifeStream’s size?
b. What is the range of deviation around this estimate?

c. Describe the efficiencies that current clients have experienced?

11. Implementation:
a. Describe a proposed implementation plan identifying the major milestones of the plan.  Also include an average timeframe for each milestone and an average timeframe for the completion of the entire implementation process.
b. Outline expected labor requirements from customer to implement the system.
12. Training and Documentation:
a. Provide a detailed description of your training program during implementation and after implementation.
b. Describe what, if any, documentation material is provided through the purchase of your system.
c. Where is system training provided?

13. Upgrades:
a. Describe your policy concerning software upgrade releases.
b. Explain the responsibilities of the client during a software upgrade.  Is there a cost to the client?

c. On average how often are updates released?

14. Staff Scheduling:
a. Can your scheduling system generate unique schedules dependent on the requirement of individual departments or cost centers?

b. Describe how a complete schedule can me modified to cover a shift that opens unexpectedly.
c. Is the system intuitively able to produce a template of a schedule based on defined parameters (i.e., employee available hours, length of shift, skills, etc.)

d. Is an employee schedule available on line to view? 
e. Can the system report current and actual staffing versus key metric statistics?

15. References:
a. Please provide 2-3 current clients that we may speak with regarding the implementation and use of your solution.

